Assignment Management — Reassign by Case or by Provider

1. Click Actions > Management > Assignment Management. This will open the Assignment
Management page.

Actions - Financial - State - Security - Refresh Search

AAISG Eligibility Notices and Decisions
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Appeal

Checklist Template

CIA Confirmation Report
Eligibility

ICWA Record
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Independent Living
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Approval Management
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Placement Correction
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Recruitment Event Tickler Management

Worker
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2. On the Assignment Management page, the default is to reassign a case from a worker for the
supervisor completing this work to another worker in eWiSACWIS. All of the following steps also

apply to Reassign by Provider, just replace the word ‘case’ with ‘provider’ throughout the guide.

~WIiSAC Refresh (@  Print(&  SpelCheck ./ Help (P
- Actions v View By
(% Reassign % Case Worker:
" Close " Provider Case:
" Worker Provider:

Assignments

— Select Assignee ‘

Select Worker

</ Trusted sites H100% v

||Done
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3. Select a worker and then select a case. This will display the current open assignments for the
selected case. Please note that only the workers supervised by the person doing the Assignment
Management will display in the Worker drop-down. If a row is italicized, it means that the piece of
work is part of an active approval chain and will need to be finally approved before re-assignment.

=10l |

/2 assignment Management - Microsoft Internet Explorer provided by DHFS - State of Wisconsin

|g, https:{fappst.dhfs, stake. wi, usfewis acwis/CMOZ_Asgnmntiat, do
cWiSACWIS Refresh (@  Print (B  SpelCheck [/ Help (P

— Actions View By
¥ Reassign ¥ Casze Worker: ICﬂke, Caitlin |
" Close " Provider Casze; IAIIBn, Sarah (9220000} |
" Worker Provider: I lI

Record 110 4 of 4

— Assignments

[T Select Al Worker a Farticipant Type Raole Reassign To

Il Cake, Caitlin CRPE Initial Azzessment Supervisor Pending spprovals exist
ml Door, Diane Eligitxility Supervisor

Il Fox, Frank CRE Initial Azzessment FPrimary Pending spprovals exist
ml Fun, Fawn CPS QOngoing Secondary

— Select Assignee
Select Worker

Dane l_l_l_l_l_l_le Internet |~#'h - | H00% 4
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4. Select the assignment(s) you wish to reassign to a new worker, and then click the Select Worker link
in the Select Assignee group box. Click on the underlined blue header columns to sort the data by
Worker, Participant (for Participant-specific assignments only), Type, or Role. The default sort is by
Worker last name.

/2 assignment Management - Microsoft Internet Explorer provided by DHFS - State of Wisconsin

I& https:{fappst.dhfs, stake. wi, usfewis acwis/CMOZ_Asgnmntiat, do
cWiSACWIS Refresh (@  Print (B  SpelCheck [/ Help (P
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— Actions View By
¥ Reassign ¥ Casze Worker: ICﬂke, Caitlin |
" Close " Provider Casze; IAIIBn, Sarah (9220000} |
" Worker Provider: I lI

Record 110 4 of 4

— Assignments

[T Select Al Worker a Farticipant Type Role Reassign To
Il Cake, Caitlin CRPE Initial Azzessment Supervisor Pending spprovals exist
I Door, Diane Eligitxility Supervisor
Il Fox, Frank CRE Initial Azzessment FPrimary Pending spprovals exist
ml Fun, Fawn CPS QOngoing Secondary

— Select Assignee
Select Worker

save
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5. The Select Worker for Reassignment page opens, showing the Workers for Supervisor view by
default. Use the View By options on the right to find other workers in eWiSACWIS. Click the Select
hyperlink next to the worker that will be assigned to this case and click Continue.

9 celect Worker for Reassignment -- Webpage Dialog

£ | https:/fappst.dhfs stake.wi.us/ewisacwis/commoniModalFrame . jsprremplateMaplrl=/CM0Z_Creake\orkerassignment

cWiSACWIS Print (@ spencheck s Hep (P

SortBy: & pams 7 Position Tile

ers — Wiew By

4; Banana, Brendt  WM:2 Safety Caze Manager - o County/State
Select 4 Bufialo, Supenisor  Dirsctor o
Select ﬁ; Cake, Caitlin ~ WMW:E Ongoing Supervizor l"“

Select ﬁ. Clark, Supervisor  WM:5 SW Supervizor CPS & JJ

Select ﬁ; Daisy, Dan  OHC Licenser/Consultant € steioffice
Select 4 Default Warker, StateAdoption  Adoption Caze Worker & workers for Supervisor
Select ﬁ; Door, Supervisor W0 Secial Work Supervisor
Select ﬁ.Dunn, Supervisor  Family Services Manager
Select # Eclair, Etta  Wi:1.52 Ongoing Case Manager
Select &F.‘\ST, Supenvisor  FAST Unit Supervizor

Select #Flnrence. Supervisor  Director

Emploving Entity
Iy County

Select ﬁ; Florence, Worker  Children-Family Social Worker ;I
— Selected Assignments
Worker Farticipant Type Role
Door, Diane Eligibility Supervizor
|https:,l',l'appst.dhfs.state.wi.us,l'ewisacwis,l'commun,l’ModalFrame.jsp?tempIateMapUrI=,I'CMElZ_CreateWDrker.ﬁ.ssignment |@ Inkernet g
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6. On the Assignment Management page, the selected worker pre-fills into the ‘Reassign To’ column.
To reassign additional open assignments for this case, repeat steps 4 and 5 above. When all
reassignments are complete for this case, click the Save button.

/2 Assignment Management - Microsoft Internet Explorer provided by DHFS - State of Wisconsin -0 x|

|E| https:{fappst.dhfs, state.wi, usfewisacwis/CMOZ_AsgnmntMat,.do E

cWiSACWIS

Refmh@ Print (B  Spell Check [~ Hep@

—Actions View By
o Reaszign ¥ Casze Warker: ICake, Caitlin ;l
7 Cloze ™ Provider Caze: IAIIBn, Sarah (9220000) ;I
" Worker Provider: I ;I
Record 1to 4 of 4
— Assignments
™ SelectAll  Worker a Farticipant Type Riole Reassign To
Il Cake, Caitlin CPES Initia! Azzessment Supervisor Pending spprovals exist
= Deoor, Diane Eligitsility Supervizor Banana, Brendt Bemove
Il Fox, Frank CPE Initia! Azzeszment Primary Pending approvals exist
- Fun, Fawn CPS Ongoing Secondary

Select Waorker

— Select Assignee

Done

ENET
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7. The Assignment Management page refreshes and the reassigned assignments are no longer

displayed. Click Close to return to your desktop.

/2 assignment Management - Microsoft Internet Explorer provided by DHFS - State of Wisconsin

|g| https:{fappst.dhfs, stake. wi, usfewis acwis/CMOZ_asgnmntiat, do

=10l x|
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cWiSACWIS Refrmh@ Print (& Spell Check (- Helpr?
— Actions View By

% Reassign ¥ Casze Worker: IEIﬂnanﬂ, Brendt |

 Close " Provider Caze I ;I

" Worker Provider: I lI

— Assignments

[ SelectAll  Worker a Farticipant Type Role Reassign To

— Select Assignee

Select Werker

Done
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